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17. ARCHIVE

17.1 Storing New Data in Archive Repository
17.1.1 Monitor Insertion of Data into the Archive
17.1.2 Recovery from Failure to Store Data

17.2 Handling Archived Data

17.2.1 Backing Up Archive Data
17.2.1.1 Generate List of Datato be Backed Up
17.2.1.2 Creating Local Backup Tapes
17.2.1.3 Creating Off-Site Backup Tapes

17.2.2 Deleting Files from the Archive

17.2.3 Archive Data Recovery/Restoration
17.2.3.1 Use of Backup Datafor Recovery
17.2.3.2 Requesting Replacement Data from Provider
17.2.3.3 Manual Data Recovery from Local Backup Tapes
17.2.3.4 Manua Data Recovery from Off-Site Backup Tapes

17.3 Monitoring and Fault Notification
17.4 Temporary Data Storage of Intermediate Files

17.5 Loading Archive Media
17.5.1 Automatically L oading Archive Media
17.5.2 Manually Loading Archive Media

17.6 How to Remove Media

18. DATA DISTRIBUTION

18.1 Media Operations
18.1.1 Monitor Data Distribution Requests
18.1.2 Loading and Unloading Tapes
18.1.3 Tape Fault
18.1.4 Creating Labels

18.2 Product Shipment
18.2.1 QC of Hard Media
18.2.2 Packaging

18.3 Electronic Push Operations
18.3.1 Monitor Electronic FTP Shipments
18.3.2 Setting the Automatic Delete Function

19. USER SERVICES

19.1 ECS User Account Management
19.1.1 Retrieve User Account/Validate a User
19.1.2 Create a User Account
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19.1.2.1 Account Information

19.1.2.2 Persond Information

19.1.2.3 Shipping Address

19.1.2.4 Billing Address

19.1.2.5 Mailing Address

19.1.2.6 Create a User Account Quick-Steps
19.1.3 Account Creation from URL Registration
19.1.4 Edit/Modify an Existing Account

19.1.4.1 Edit/Modify Account Information

19.1.4.2 Edit/Modify Personal Information

19.1.4.3 Edit/Modify Shipping Address

19.1.4.4 Edit/Modify Billing Address

19.1.4.5 Edit/Modify Mailing Address

19.1.4.6 Edit/Modify an Existing Account Quick-Steps

19.1.5 Deleting an ECS Account
19.1.6 Canceling an ECS Account
19.1.7 Changing an ECS User’s Password

19.2 Processing an Order

19.2.1 Create a User Contact Log Record
19.2.1.1 How to Create a User Contact Log Record

19.2.2 Retrieve User Information

19.2.3 Locate Data Via Search and Order Tool
19.2.3.1 Obtain a Spatial Summary
19.2.3.2 Obtain a Tempora Summary
19.2.3.3 Obtain a Discrete Attribute Summary
19.2.3.4 Browse the Search Results
19.2.3.5 Select Granules to Order

19.2.4 Request Price Estimate

19.2.5 Specify Order Details

19.2.6 Update User Contact Log

19.3 Cancel an Order
19.3.1 ECS Order Tracking
19.3.2 Cancel an Order Via Data Server Subsystem

19.4 Fulfilling a Subscription
19.4.1 Fulfilling a One-Time Subscription
19.4.2 Fulfilling an Open Ended Subscription
19.4.3 Returning a List of Subscriptions
19.4.4 Editing or Canceling a Subscription

19.5 Cross-DAAC Referral Process

20. LIBRARY ADMINISTRATION

20.1 SEO Document Maintenance
20.1.1 Authoring Documents
20.1.2 Formatting Documents
20.1.3 Importing Documents
20.1.4 Exporting Documents
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20.1.5 Metadata M aintenance

20.2 On-Site Document Maintenance
20.2.1 Authoring Documents
20.2.2 Importing Documents
20.2.3 Formatting Documents
20.2.4 Searching for a Document
20.2.5 Metadata Maintenance

20.3 Preparing Documents for Insertion into the DDSRV

20.4 Maintenance of Document Inventory Records and Links to Configuration Items in

Baseline Manager

20.5 Document Metadata Insertion Subscription
20.6 Document Repository Maintenance

20.7 Document Access Control

20.8 Retrieval of HTTP Formatted Documents

21. COTS HARDWARE MAINTENANCE

21.1 COTS Hardware Support - General
21.1.1 Corrective Maintenance
21.1.2 Preventive Maintenance
21.1.3 Configuration Management
21.1.4 COTS Hardware Support Safety

21.2 COTS Hardware Support - Contract Information
21.2.1 Management of COTS Hardware Support Contracts
21.2.2 Contract Maintenance Terms
21.2.3 COTS Hardware Database

21.3 Hardware Repairs - Standard
21.3.1 Hardware Problem Reporting
21.3.2 Initial Troubleshooting/Diagnostics
21.3.3 Hardware Corrective Maintenance Actions
21.3.4 Contract On-Site Hardware Support
21.3.5 Return-to-Depot Support

21.4 Maintenance Spares
21.4.1 Installed Maintenance Spares
21.4.2 Use of Maintenance Spares
21.4.3 Return of Failed LRUs

21.5 Non-standard Hardware Support
21.5.1 Escalation of COTS Hardware Support Problem
21.5.2 Time and Material (T& M) Hardware Support
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22. SOFTWARE MAINTENANCE

22.1 COTS Software Maintenance
22.1.1 Management of COTS Software Maintenance Contracts
22.1.2 Management of COTS Software Licenses
22.1.3 COTS Software Installation
22.1.4 Obtaining COTS Software Support
22.1.4.1 COTS Software Problem Reporting
22.1.4.2 Troubleshooting COTS Software
22.1.4.3 Corrective Action Reporting

22.2 Custom Software Maintenance
22.2.1 Implementation of Modifications
22.2.2 Test Plans and Procedures
22.2.3 Custom Software Installation

22.2.3.1 Scheduling the Release
22.2.3.2 Operations and User Notification

22.2.3.3 Maintenance Changes to the On-Site SW Change Manager Library

22.2.3.3.1 Branching Approach

22.2.3.3.2 Configuring the Operational Environment
22.2.3.3.3 Performing Merge Activities

22.2.3.3.4 Configuration Specifications

22.2.3.3.5 Branch Naming Conventions

22.2.3.4 Creating the SW Build Using SW Change Manager (ClearCase)
22.2.3.5 Promoting Software Using SW Change Manager (ClearCase)

22.2.3.5.1 "Change State Script" Description
22.2.3.5.2 Promotion_level Script Description
22.2.3.6 Installing the New Release
22.2.4 Obtaining Software Support
22.2.4.1 SW Problem Reporting
22.2.4.2 Troubleshooting
22.2.4.3 Corrective Action Reporting
22.2.5 Science Software

23. PROPERTY MANAGEMENT
23.1 Receipt of Equipment and Software
23.2 Equipment Tagging

23.3 Property Records and Reporting
23.3.1 Maintaining Property Records
23.3.2 Property Reporting
23.3.3 Reporting Loss, Theft, Damage or Destruction
23.3.4 Obtaining Relief from Accountability

23.4 Equipment Relocation
23.4.1 Intra-site Relocation
23.4.2 Inter-site Relocation
23.4.3 Relocation Off-site for Vendor Repairs
23.4.4 Externa Transfers
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23.5 Inventories and Audits
23.6 Storage
23.6.1 Segregation Requirements
23.6.2 Stock Rotation
23.6.3 Physical Security

23.7 Packing and Shipping

24. INSTALLATION PLANNING
24.1 Responsibilities
24.2 Process Description
24.3 Maintenance of Facility and Network Diagrams

24.4 Maintenance of LAN Cable Management Schema

25. COTS TRAINING
25.1 Requesting COTS Training
25.2 Coordinating COTS Training
25.3 Canceling/Rescheduling COTS Training
25.4 Maintenance of COTS Training Records

25.5 Contractor COTS Training Funds Accounting

26. INTEROPERABILITY SUBSYSTEM ADMINISTRATION

26.1 Accessing ESOD

26.2 ESOD Moderation

26.3 ESOD Administration
26.3.1 Create a Moderation Group

26.3.2 Update a Moderation Group
26.3.3 Delete a Moderation Group

APPENDIX A. ADDITIONAL MATERIAL

A.1 Appendix Heading

ABBREVIATIONS AND ACRONYMS
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